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How to add and update table of contentsin Google
Docs

When you create a document in Google Docs, you may want to create a table of contents to keep track of the
content. Thisis extremely simpleif you follow the steps below.
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Use Headings

To create a table, we need to do it ourselves, Google Docs is hot too high to know how to build arich table of
contents based on your content. We need to let Google Docs know the chapters and where to create the index so
it can properly format the table of contents. Thiswill be done using the Headings format in a text.

If you click Normal text at the top left of Google Docs, you'll see arange of options. The first thing we need is
Headings.
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This is what Google Docs will look for when creating a table of contents. When creating a table, Google Docs
will set the headings of the same importance as Heading 1 - the highest level of the title, Heading 2 is the second
highest title, . Any group used under the target Higher levels will be treated as a subheading. For example, if |
put Alphatext in Heading 1, Betain Heading 2 and Charlie Heading 3, Google Docs will get Alpha as the main
title, Betais the subheading of Alphaand Charlieisthetitle of Beta. .
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Add and changetitles

To create atitle, you can place the cursor where you want the title, select the title, and then type the title. If you
have typed the title, ssmply highlight the content and select the title you want to format for the text.

If you don't want the format, you can click the Normal text box, click the right arrow next to the title you want
to change, then select Update 'Heading' to match to create the content for the title.
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Y ou can reset the title styles by clicking Options and then choosing Reset styles.
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Create atable of contents

Once dl titles have been defined, you can create a table of contents. Click I nsert> Table of contents and select
the type of table you want.
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As you can see, Google Docs not only creates a table of contents but also formats them based on the title we
used earlier:
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You should think carefully about your document structure before using the title. For example, we can set the
chapter headers as Heading 1 (Chapter 1: Processor), then the title definitions for each aspect with Heading 2
(Brands), then the more details of thetitle. 2 is Heading 3 (Intel, AMD). When we create the table of contents, it
will display asfollows:

Chapter 1: Processor
Brands
Intel
AMD
Cores
Single Core
Dual Core
Quad Core
Eight Cores and Above
Changing Clocks
Cwerclocking
Underclocking
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Update the table of contents

When you add and edit documents, you will see that the table of contents does not automatically update. That
does not mean that the catalog is faulty, but that you need to edit it manually. When you're done changing or
adding text, there are two ways to update the table of contents in Google Docs. Right-click on the table of
contents and select Update table of contents or click the Refresh button next to the table of contents.
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Thetable of contentswill then update what you changed in the text.

As you can see, when you want to create or update the table of contents in Google Docs, you do not need to
manually create the table but just mark the appropriate titles, then with just a few steps, Google Docs will
automatically perform the remaining work.

1. Install and use Google Docs Offine
2. How to convert PDF to Word right on Google Docs

Good luck!

Y ou finished reading the article "How to add and update table of contentsin Google Docs" edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.

© 2019 TipsMake.com


https://tipsmake.com

